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Accessing ProviderOne 

   

  Before logging into ProviderOne: 
 

 Make sure you are using Microsoft 
Internet Explorer version 6.0 and above. 

 

 You turn OFF the Pop Up Blocker. 
 

 You are using a PC (MACs are not 
supported by ProviderOne). 
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Enrolling a Pharmacist 



Enrolling a Pharmacist 

 There are two ways to enroll a Pharmacist: 

 The Pharmacist can self enroll; or 

 The Pharmacy business office may enroll the 
Pharmacist. 

 Each enrollment option has a different starting 
point but the enrollment screens and data are the 
same. 
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Enrolling a Pharmacist – Self Enrollment 

 Go to the Provider Enrollment web page at 
http://hrsa.dshs.wa.gov/ProviderEnroll/enroll.shtml#provider  

 

 

 

 

 

 Click on the hyperlink “Access online enrollment 
application”. 
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http://hrsa.dshs.wa.gov/ProviderEnroll/enroll.shtml
http://hrsa.dshs.wa.gov/ProviderEnroll/enroll.shtml


Enrolling a Pharmacist – Self Enrollment 

 You will now be at the beginning point of the self 
enrollment screen as a “Guest User.” 

  

 

 

 

 

 

 Click on “Individual” to begin the enrollment. 
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Enrolling a Pharmacist – Business Office  

 The Business Office Staff log into the Domain. 

 Log into ProviderOne using the File Maintenance 
or Super User profile. 
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Under Provider click on the hyperlink 
“Initiate New Enrollment.” 



Enrolling a Pharmacist 
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Click on “Individual” to add the 
rendering/servicing  provider to your Domain. 

 



 At the Basic Information page for the rendering provider 
enrollment start by checking the SSN radio button : 

 

 

 

 

 

 

 

 First & Last Name, SSN, Gender, & Date of Birth required. 

  Select “Servicing Only” as the Servicing Type. 

 All other boxes with an asterisk * require data. 

 W-9 Entity Type is “Other”, then enter “Servicing Only.” 8 
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 Once the Basic Information page is filled in click the “Finish” 
button. 

 The basic information on the enrollment application is 
submitted into ProviderOne which generates the Application 
number. 

 

 

 

 

 Please record this application number. Then click “OK.” 
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Enrolling a Pharmacist 

Tip: If enrolling multiple pharmacists, print this application number 
page and record the pharmacist name and SSN on the print out to 
track the application later. 



 Business Process Wizard 

 The steps with the arrows should be filled out. 
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Description of each required step 

 Step 3: Specializations 
 Add 183500000X-Pharmacist Taxonomy here. 

  Taxonomies listed must be supported by DOH licensure. 

 Step 5: Licenses and Certifications 
 Enter license/certification issued by the Department of Health. 

 Step 15: Billing Provider Details 
 Add the NPI and Name of the Pharmacists Primary Pharmacy. 

 Add other Pharmacy employers/locations as desired. 

 Step 17: Complete Enrollment Checklist. 

 Step 18: Submit Modification for Review 
 Open this and click the Submit Button to send to the State for approval. 

 Send Provider Enrollment all required supporting documentation. 
 License and Certifications. 

 DEA Certification (if applicable). 
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Enrolling a Pharmacist 

 Step 3 of Business Process Wizard 
 Click on hyperlink Step 3: Add Specializations (required). This Step is 

actually where your taxonomy is represented by the Provider Type, 
Specialty and Subspecialties. 

 

 Click on the Add button 
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Enrolling a Pharmacist 
 

The Business Process Wizard takes you to the Add 
Specialty/Subspecialty screen. This screen utilizes several 

drop-down lists to help identify your information. 
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The Business Process Wizard returns to the 
Specialty/Subspecialty List screen and displays all your 
choices. Click on the  close button. 
 

Enrolling a Pharmacist 
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Enrolling a Pharmacist 

 Click on the Step 5: Add Licenses and Certifications 
hyperlink. (Required).  The blank License/Certification 
screen15 opens. 

 

Click on the Add button to add license/certification details.  

15 



 Click on the down arrow to 
display all the 
License/Certification options 
and click on your choice to 
highlight. 

Enrolling a Pharmacist 

 Now enter the License/Certification number. 
 Enter the Effective Date of the License/Certification; then 
 Add the End Date or expiration date for the License/Certification. 
 If the License/Certification does not expire use the date 12/31/2999 in 

this field. 
 Click OK when done. 16 



Your chosen License should now be displayed. 

Enrolling a Pharmacist 

Click the Close button to go to the next step. 
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Enrolling a Pharmacist 

 Click on Step 15: Add Billing 
Provider Details. While this 
hyperlink is listed as optional, the 
Agency wants the Servicing Only 
Provider to report what Group or 
Pharmacy Provider they work for. 

 From the blank Billing 
Provider Screen click 
the Add button. 
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Enrolling a Pharmacist 

 Enter the NPI number of the Primary Pharmacy then click 
the Confirm Provider button. 

 

 
 
 

 
 
 ProviderOne finds the Pharmacy and displays the name. 
 
 
 
 
 Click on the OK button to finish, then close; or 
 Additional Pharmacies can be added using this process. 

19 



Enrolling a Pharmacist 

Answer each 
question Yes 
or No. 

 

Yes, answers 
require 
additional 
comments. 

 Step 17: Complete Enrollment Checklist. 

 Click Save 
then 

 Click Close 
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Enrolling a Pharmacist 

Click the blue 
“this link” text 

to open the 
documentation 

cover sheet. 

Step: 18 Submit Enrollment Application for Review 
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Documentation Cover Sheet 
 Choose the Application ID as the Type. 
 Type in the application number in the ID field and hit “Enter”. 

 The Bar Code expands to a code of the ID number. 
 Print the Cover Sheet. 
 Close the cover sheet. 22 



Enrolling a Pharmacist 

 To submit the application simply click on the Submit Enrollment button. 
 All the documents listed here are NOT REQUIRED for enrolling a “Servicing 

Only” provider. 
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Congratulations your application has 
been submitted! 
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Enrolling a Pharmacist – Self Enrollment 
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 The Guest User could then track the application progress by: 
 Going to the Provider Enrollment web page at 

http://hrsa.dshs.wa.gov/ProviderEnroll/enroll.shtml#provider 
 Click on the track application hyperlink.  
 
 
 
 
 
 
 
 The Pharmacy business office can track the application in the 

Domain. 

http://hrsa.dshs.wa.gov/ProviderEnroll/enroll.shtml


Mail the following documents 

 Print the document submission cover sheet and attach to all required 
documentation 

  
 Copy of current Professional License 
 Copy of DEA Certification (if applicable) 

 
 Mail to Provider Enrollment. 

 Provider Enrollment 
PO Box 45562 
Olympia, WA 98504-5562 

Do not send the following: 
 The checklist (if used) to complete this application. 
 Double-sided documentation.  
 Curriculum Vitae or Resumes.  
 Copies of driver licenses or passports.  
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http://hrsa.dshs.wa.gov/Download/Document_Submission_Cover_Sheets/32_PE_Supporting_Docs.pdf


References 

Provider Enrollment Web Page 
http://hrsa.dshs.wa.gov/ProviderEnroll/enroll.shtml#provider  

  

 Provider Enrollment 
PO Box 45562 
Olympia, WA 98504-5562 

 Fax – 1-866-668-1214. The bar code coversheet must be the first page 
of the fax with all required documents behind. One enrollment 
documentation per cover sheet. 

 Phone 800-562-3022 ext 16137 

Provider Relations Training Web Page 
http://hrsa.dshs.wa.gov/provider/training.shtml  

Pharmacy Program Web Page 
http://hrsa.dshs.wa.gov/pharmacy/  
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